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Organizational Change Readiness 
Checklist 

 

This checklist provides a more detailed assessment of Change 
Readiness across leadership, employees, communication, 
resources, and organizational culture. Use it to identify strengths, 
weaknesses, and areas requiring targeted improvement before 
rolling out change initiatives. 

1. Leadership Alignment 
☐ Are leaders united in their vision for change? 

☐ Do leaders consistently communicate the same message? 

☐ Have leaders clearly defined success metrics for the change 
initiative? 

☐ Are leaders modeling the behaviors they expect from employees? 

☐ Is there visible executive sponsorship backing the change? 

☐ Have leaders been trained on how to lead through change? 

2. Employee Sentiment 
☐ Have employees been informed early about the change? 

☐ Do employees understand why the change is happening? 
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☐ Have employees expressed willingness to adopt the change? 

☐ Are there channels (e.g., surveys, focus groups) for employees to 
voice concerns? 

☐ Are employees aware of how the change will impact their daily 
work? 

☐ Are employees motivated by incentives, recognition, or personal 
benefits tied to the change? 

3. Communication Effectiveness 
☐ Is there a formal communication plan that outlines key messages 
and timing? 

☐ Are multiple communication channels being used (emails, 
meetings, intranet, town halls)? 

☐ Do employees feel communications are transparent and 
trustworthy? 

☐ Is communication frequent enough to address uncertainty and 
reduce rumors? 

☐ Do managers have the tools and talking points to cascade 
messages effectively? 

☐ Is feedback on communication gathered and acted upon? 

4. Training & Resources 
☐ Have skill gaps been identified before the change rollout? 

☐ Is training customized for different roles and responsibilities? 

☐ Are training sessions practical, hands-on, and easy to apply? 



☐ Are resources (manuals, FAQs, job aids) readily accessible when 
needed? 

☐ Is post-training support available (coaching, help desk, peer 
champions)? 

☐ Are there mechanisms to measure training effectiveness and 
retention? 

5. Organizational Culture & Capacity 
☐ Does the organizational culture embrace agility, learning, and 
innovation? 

☐ Is there evidence of previous successful change adoption? 

☐ Are there signs of change fatigue among employees? 

☐ Are current workloads and priorities manageable, or are 
employees overloaded? 

☐ Does the reward system encourage adoption of new processes? 

☐ Are managers equipped to reinforce cultural alignment during the 
change? 

View our website for more helpful guides:  
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